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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
Q. 1: Short question

1. Discuss the appropriateness and effectiveness of different communication channels and tools within organizations. 
A – Communication is one of the key factors in any business. Some of the communication channels are – 
0. Meetings – it is the most effective mode of comm., as it includes both verbal and non-verbal mode. Some of the benefits are – 
0. Instant decision
0. Mood/confidence of the attendees based on body language. 
0. Multiple opinions at the same forum resulting in openness. 
It is appropriate for review, interviews, decision making 
0. Emails – Now a days, email is considered as an authentic and legal document. It is very effective when a lot of matter has to be shared that might include stats, personal opinion, etc. 
0. Chat sessions – Chat sessions are appropriate mostly in 1-2-1 communications. This can be f2f or via electronic media. It is effective to share viewpoints, discussion etc between specific individuals.
0. Reports/Manuals – This is a one way communication channel where the message/decision has to be passed on to wider audience. 


 
1. How appropriate communication channels and tools should be selected within an organization? 
A – Communication channels can be decided based on the audience, agenda, matter and expectation. Table below mentions the outline of choosing the communication channel. 
	
	Meetings
	Emails
	Chat Sessions
	Manuals

	Clarification
	
	Yes
	Yes
	

	Decision
	
	
	
	Yes

	Discussion
	Yes
	Yes
	Yes
	

	Audience
	Mutiple
	Multiple
	1-2-1
	Multiple (one way)



The above are just examples and its based on organization policy and individual’s comfort and need of the hour to choose the channel.

1. What is report writing? Which type of statements these are? Which type of information they contain? 
A-  Business Report is a medium which conveys information in light of decision making. These are statements that outline objectives, strategies, etc 
Reports might contain information about – 
2. Previous business 
2. Study
2. Proof of concept 
2. Future plan etc.

1. What are the key points to remember when writing reports? 
A – 
3. Determine the scope (purpose) of the report,
3. Consider the target audience (readers),
3. Gather and organize the supporting information (research),
3. Analyze and weigh the supporting information
3. Determine the solution, findings, and/or recommendations, and
3. Determine the report format. 

1. Name three ways in which ICT has changed workplace communication 
A – 
4. EMAIL – doing away with manuals, memorandum, group discussions.
4. Chat session – avoid unnecessary meetings, long dedicated discussions
4. Video conference – avoid unnecessary long travels to have meetings for some hours. 

Case study

Using examples from the case study or from your own knowledge, explain the meaning of: 

i. What are the communication challenges and barriers David faces?
A- Seems from the study, David assumes once trained staff will adhere to the practices. However these are still practices and not the rules of the kitchen and hence the adherence is not so strict.
B- Also signs should be posted about hygiene, near the working area as a reminder till it comes in practice of the staff. 
C- Though David expects a level of commitment from his staff but he should be a role model for the staff. He comes to work messy and expect them to be perfect is not the best thing.  
[bookmark: _GoBack]
ii. David should be a role model for his staff? Are there any areas he should improve on himself?
A- Of course David should be role model to his staff being the supervisor. He should be well groomed and tidy to inculcate the culture of hygiene in himself and thereby communicating the same to his staff in a non verbal way. 

iii.  What are some ways David might use effective communication as a motivator for employees to follow safe food handling practices?
A-  i. Take care of his own hygiene.
 ii. Frequently interact with the staff and remind them of the practices. 
iii. Put multiple banners on hygiene system.
iv. Recognize the best staff.
 v. Implement rewards and penalty system for maintaining the hygiene.
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